Restaurant Closeout Check Sheet
Use this at close. Check a box only when the proof is in the folder.
If a box is blank, write one owner and one due time.
	Store:
	
	Date:
	

	Manager:
	
	Reviewer:
	



Closeout boxes
	Box
	Area
	Check
	Owner if blank
	Due time

	[ ]
	Store info
	Store name
	
	

	[ ]
	Store info
	Business date
	
	

	[ ]
	Store info
	Manager on duty
	
	

	[ ]
	Store info
	POS close report saved
	
	

	[ ]
	Store info
	Drawer names listed
	
	

	[ ]
	Cash count
	Each drawer counted
	
	

	[ ]
	Cash count
	Safe counted
	
	

	[ ]
	Cash count
	Expected cash copied
	
	

	[ ]
	Cash count
	Counted cash written
	
	

	[ ]
	Cash count
	Over or short amount written
	
	

	[ ]
	Deposit
	Deposit amount written
	
	

	[ ]
	Deposit
	Bag or envelope number
	
	

	[ ]
	Deposit
	Bank drop or pickup time
	
	

	[ ]
	Deposit
	Deposit photo or receipt
	
	

	[ ]
	Deposit
	Cash left in safe written
	
	

	[ ]
	Receipts
	Paid-out receipt attached
	
	

	[ ]
	Receipts
	Refund receipt attached
	
	

	[ ]
	Receipts
	Void reason written
	
	

	[ ]
	Receipts
	Discount reason written
	
	

	[ ]
	Receipts
	Missing receipt owner named
	
	

	[ ]
	Tips
	Cash tips paid marked
	
	

	[ ]
	Tips
	Card tips total checked
	
	

	[ ]
	Tips
	Held tips amount written
	
	

	[ ]
	Tips
	Tip change reason written
	
	

	[ ]
	Tips
	Manager initials on tip changes
	
	

	[ ]
	Sign-off
	Issue owner named
	
	

	[ ]
	Sign-off
	Due time written
	
	

	[ ]
	Sign-off
	Manager signed
	
	

	[ ]
	Sign-off
	Review status marked
	
	

	[ ]
	Sign-off
	Next action written
	
	



Quick score
	Blank boxes
	What to do

	0-3
	Ready to review

	4-8
	Fix today

	9+
	Review with district or finance



Notes
	

	

	

	

	

	


This sheet is an operations tool. Use your own company rules.
